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Session Topics

• Cards 

• Card Files

• Workbenches

• Workspaces

• Presentation Schemes in a View

• Quick Change

• Export Options
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Cards & Card Files



Cards & Card Files

• Cards hold information/data

• 7 different types of cards

• Card Files hold cards
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Card types

• Attribute – holds/displays fields

• List – List of records in an associated file controlled by View, 
Subset and Sort

• Overview – Icons display information about the file with drill 
down capabilities

• Graph – For numeric data (i.e. costs) bar, pie or line graphs

• Tabbed – holds other cards (not available for Compound 
section)

• Compound – up to 4 sections displaying information about the 
item

• Related – can bring in cards from related files
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Attribute Card

• Attribute cards are primarily used for 
entry, maintenance and inquiry

• Define the fields to display on the card

• Can create blank lines/subject 
headings

• Can insert column breaks

• Right click on a field in an attribute 
card to copy the field value to your 
clipboard

• In the example here, ‘Item’ field 
was added twice so that the item 
number could be copied then 
pasted



List Card

• A list card has all the 
same control elements  
(view, subset and sort) as 
an object list

• Most under-used card 
type

• You can right click on a 
column heading to 
create a temporary 
subset

• You can add totals 
and/or count to your 
columns



Compound Card

• Compound cards 
can have between 2 
and 4 sections to 
the card

• Sections can be 
defined as:
• Attribute
• List
• Graph
• Overview

• You can define your 
own section or 
insert a pre-existing 
card



Graph Card

• Graph style is defined when 
creating the card:
• Bar 
• Line
• Pie

• Fields selected for the graph must 
be numeric

• Legend and field description are 
optional



Overview card

• Overview cards display 
information but don’t 
allow for 
entry/maintenance

• Setting in the card 
definition along with 
your preferences define 
how many levels are 
open in the card

• Used for indented BOM, 
orders and inventory



Overview Card Options – Power Expand

• Power Expand will open the card 
already exploded.  i.e. you will 
NOT have to click on each + to 
open a level of the BOM

• Can enter a number (for number 
of levels), ‘All’ or ‘Preference’ 
(uses the Preference in the 
PowerLink Preferences 
(Miscellaneous card)



Tabbed Card

Tabs

• A Tabbed card holds other 
cards

• Tabs display at the bottom



Related Card 

• Related cards will 
display information 
from other files 
associated with the 
primary file

All items in location 
01012



Card Files



Card files

• After opening a card file, you can use 
the pull down in the upper left corner 
to change the card file

• Different card files will display 
different cards

• Can customize card files for 
different departments/information 
requirements

• In each object’s preferences, there is a 
‘card file’ option that will allow you to 
default the card file that you use most



Card files
• A Card File holds a group of cards (the tabs 

will tell you which cards are in a Card File)

• After creating a card it must be added to a 
card file in order to use/view the card

• If you click the ‘Apply’ button after 
creating a new card, a pop up window 
will display asking ‘Do you want to add 
the card to the existing card file?’

• The same card can be added to multiple 
card files
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Workbenches



Workbench Overview
• With a Workbench, you can click on a record in one window and send that 

item/order to other windows providing multiple inquiries with a single click

• For example, from the Item Warehouse record, you could show:
• Item Locations
• Transaction History
• Scheduled PO and MO receipts

• It’s possible to have one workbench inside another workbench, for example
• In the description above, the MO window could update the MO Components List and MO 

Operations

• Functionality in PowerLink is
• Broadcast (from the originating window)  
• Receive (other windows)  

• Once the Broadcast/Receive functions have been enabled and tested, you can save 
the entire set up as a Workbench
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Right click on Workbench button

• Right click on the ‘Workbench’ symbol 
to bring up options

• Minimize workbench

• Restore workbench

• Close workbench



Workbench tips

• If you’ve turned on Broadcast and Receive on 2 windows and the receiving 
window is not updating, check your ‘Preferences’ in the Broadcast window

• On the ‘Broadcast’ tab, uncheck ‘Use Public Preferences’ and add all the files 
on the left side of the card to the ‘Broadcast’ section:
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Save/Name a Workbench

• Verify that there are no 
windows open except the 
ones in your workbence
then click:

• Navigation

• Add Workbench

• Give the Workbench a 
name, public or private

• ‘Global’ means that other 
windows not in 
workbench can broadcast 
or receive if needed for a 
temporary session
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Change a Workbench

• There is no option to ‘Change’ a workbench

• Open the workbench and:

• Add or close windows

• Change the size or position of the windows

• Change the view, subset, sort, card file, active card, etc.

• Click on ‘Navigation’ then ‘Add Workbench’; leave the name the same and it 
will overwrite the existing workbench with your changes (a warning will be 
displayed)
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Remove Windows from an existing workbench
• Click on ‘Navigation’ (from any window) and select ‘Workbenches’

• A list of existing workbenches will be displayed

• To open a workbench, double click on the + to the left of the name

• To Remove a window from a workbench:

• Click on the + sign to the left of the workbench name; a list of windows will be displayed

• Right Click on the window you want to remove from the workbench and select ‘Remove 
Window’
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Workspaces



Workspaces
• Workspaces allow for the same 

object to be added multiple times 
to a main card file card but have 
different subsets, views and sorts.   
• Customize the toolbar
• Change the card file that opens when you 

double click on a line in the list

• Helpful if you have multiple plants 
and want each plant to only see 
their information

• Typically set up and maintained by 
IT Department



Workspace

• In the ‘Selected Objects’ 
window, you can see Item 
Warehouses is already on the 
card

• In the ‘Available Objects’ 
window, you can double click 
on Item Warehouses to add it 
again to the card



Workspaces

• Change the ‘Label’ to something 
more descriptive of the content 
(i.e. Plant #2)

• Click on the button to the right 
of the Workspace field to create 
a new workspace

• A list of the existing workspaces 
will be displayed, click on the 
‘create’ button to add a new 
workspace



Workspaces – Presentation Tab

• List Title becomes the 
Object Label

• Can specify the icon for the 
Object



Workspaces – Menu Tab

• Use the ‘Favorites’ button to add     
or remove       options from the 
toolbar 

• Note that there are 2 tabs: 

• Display

• Maintain



Workspaces – List Tab

• Set the default view, subset & sort 
for the workspace

• Initial Subset – allows the user to 
change subsets

• Restricted by Subset – does not 
allow the user to change subsets

• Set the open actions



Workspaces – Card file Tab

• Initial Selection

• Sets the default Card File

• Initial Card

• Sets the active Card when the Card 
File is opened

• Tab Style

• Determines where the tabs are 
located



Workspaces – Template Tab

• Default templates for create, 
change and copy



Workspaces – Find Tab

• Default view, subset and sort when 
bringing up the search for an item 
in the file

• In this example, it would be 
searching for an Item Warehouse 
record



Workspaces – Broadcast Tab

• Files to use when creating a 
workbench

• If a file is not included in the 
‘Broadcast’ window, add it from the 
‘Do Not Broadcast’ window



Presentation Schemes



Presentation Schemes
• Presentation schemes can change either a specific field or an entire line within a view:

• Change the characters to a different color

• Can highlight with different colors

• Bold

• Italics

• Bold Italic

• Schemes are created in the view

• A single scheme can have multiple criteria defined

• The example on the next slide shows CO Item Releases

• Past Due lines are shown in Red

• Scheduled to ship in the next month are in Green

• Future shipments are Blue
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Presentation Schemes



Presentation Schemes

• Scheme for a single field• Scheme for a full line



Presentation schemes 

• To create a scheme, click on the button to the 
right of the ‘Scheme’ field

• A list of existing schemes will be displayed

• Double click on ‘New’ to create a new 
scheme

• The Scheme will require a name

• If there is multiple criteria to the scheme, 
each one will also require a name

• Click on the ‘Create’ button on the right side 
to create scheme criteria
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Presentation Scheme criteria

• Select the field that will be used for the 
criteria

• Use subset criteria to define the condition 
that will cause the field/line to be 
highlighted



Presentation Scheme Options

• After the criteria/subset has been 
established, use the ‘Options’ tab 
to continue to define the scheme

• The buttons to the right of the 
‘Colors’ field will allow for:
• Foreground color – changes the text color

• Background color – highlights the field/line

• Emphasis 
• Bold

• Italic

• Bold/Italic

• Workspace
• Can define card file/card, etc. for the line



Presentation scheme criteria

• Color grid allows you to select 
the desired color

• Preview will show what the 
scheme will look like



Presentation Scheme Criteria

• Continue adding ‘Criteria 
Schemes’ using the same field or 
different fields



Presentation Schemes



Presentation Scheme

• When saving, you must ‘Save’ first and then use the ‘Apply’ button
• If you have a scheme in a field, the line scheme will not be used for that field
• In the example below, the scheme was for ‘Quantity on hand less than zero’ 



Quick Change



Quick Change

• For a person who doesn’t have access to ‘Mass Change’, the ‘Quick Change’ option is a 
valuable second option

• Quick Change builds a window with fields based on the View

• Quick Change can be used from a list (top toolbar) or on a list card (side toolbar)
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Quick Change View options

• When adding a field to a view, there is 
a ‘Quick Change’ tab

• Use the ‘Position Cursor’ option to 
have the field being change the field 
that the cursor is in

• If there’s a field in the view that you 
don’t want displayed on the Quick 
Change window, click the ‘Suppress 
quick change’ option



Change Template

• If a field being changed is changed to a 
same value:

• Create a Change Template

• Check the ‘Auto Advance’ box in 
the Template and un-check the 
‘Preview before Update’ option

• Set the Change Template as the 
default in the Preference



Quick change process

• Create a subset to display only the 
records to be changed

• Single click on the first record to be 
changed

• Click the Quick Change button

• Click either ‘Update’ or ‘Bypass’ to 
work your way through the records to 
be changed



Export options



Export a List
• A list can be copied to an Excel Spreadsheet. To copy a list:

• Click on “File” on the Menu Bar.

• Click on “Export” from the File dropdown list of options.

• Check:
• ‘Clipboard’ (make sure that your default system preference has been set for a large clipboard)
• ‘File’ option will copy directly to a spreadsheet
• Suppress Padding (removes ‘null’ characters from all fields so you don’t have to do a ‘Trim’ 

command in Excel to create a pivot table or V-Lookup)

• Open Excel.

• Paste.  The data from Mapics will be passed into the spreadsheet.

• Note: If all of the records do not copy, Mapics will display an Error window.  To 
increase the size of the clipboard go to the Main PowerLink Card File.  Click on 
“Customize” and then “Preferences”.  
• From the Miscellaneous card, increase the capacity of the clipboard.
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Exporting data

• From the ‘File’ option on the menu 
bar, select ‘Export



Exporting data

• Can copy to either your clipboard or 
send directly to a file

• System preferences determine the 
size of your clipboard

• Suppress Padding removes ‘null’ 
characters from all fields so you don’t 
have to do a ‘Trim’ command in Excel 
to create a pivot table or V-Lookup



Summary

• PowerLink is a powerful tool that companies don’t take full advantage of

• Using functions such as Preferences, Quick Change, Export, etc. will increase efficiency of 
accessing data and will replace many custom reports/queries

• Thank you for attending
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